5202 - COMMUNICATIONS SUPERVISOR
NATURE OF WORK

Thisisadvanced supervisory and administrative tedecommunicationswork in the City of Miami Beach Public
Safety Communications Bureau (PSCB) responsible for effective operation of the emergency and nort
emergency automated communicationsand information systems, radio transmitting, and rel ated equipment.
Work involves planning, supervising, evauating and training PSCB personne involved in processing and
digpatching for emergency and nornemergency cdls. Employeesinsurethat they and their employeesfollow
and aretrained in current procedures especidly for critica Stuations involving the preservation of life and
property. Insuring prompt and highly accurate responses is required even under stressful and emergency
circumstances. Employees maintain ahigh degree of concentration and recal of detailsof numerousevents
occurring Smultaneoudy.  Employees in this dass assg in determining and implementing operating
procedures. Employees are responsiblefor the devel opment, adminisiration, and evauation of diversified
PSCB in-service training programs.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

I nsures effective operation of the emergency and non-emergency PSCB including automated systems, radio
transmitting, and related equipment.

Plans, supervises, evaduates, and trans PSCB personnd involved in: processng emergency and
non-emergency public safety and other calls; digpatching personnel and equipment; and processing data
from various information systems.

Respondsto or assists subordinatesin responding to unusua or difficult Situations and resolving problems,
Investigates and resolves citizen complaints.

Assds in determining, developing, implementing, and insuring adherence to operationd procedures
consgtent with federd, state, and locd laws, ordinances, and regulaions, and City policy and
procedures.

Conductsrall cal to assure subordinates avareness of recent devel opments, specid tasks, and assgnments
and ingpects subordinates equipment and appearance.

Prepares, maintains, and applies information in procedural manuds, narrative reports, records,
correspondence and Statisticd tabulations.

Deveops, plans, adminigters, evauates, and revises training programs for new and existing employeesin
order to meet training objectives.

Consaults with supervisors and others and compiles and evauates datain order to determine training needs
and objectives, priorities, and effectiveness.

Compiles training materias including, but not limited to, course content and outlines, lesson plans, and
traning aides.

Completesresearch, participatesin training, and maintains contacts in order to remain informed on current
developments, programs, regulations, and procedures in communications, training, and supervison;
Incorporates such information in training.



Performs related work as required.
KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of current uses of emergency and non-emergency, automated communications and
information systems, radio and telephone operations, recorders, computer aided dispatch systems, and
related equipment and procedures.

Thorough knowledge of PSCB standard operations.

Thorough knowledge of loca geography, roadways, landmarks, and Jurisdiction boundaries. Thorough
knowledge of applicablefederd, state, and loca laws, ordinances, and regulations; City, police, andfire
practices, procedures, laws, policies, and terminology.

Thorough knowledge of the City and other agencies sufficient to respond to or redirect citizen inquiries.

Ability to plan, supervise, evduate, and train personne performing a variety of diversfied functionsin a
manner which promotes high morae and effective performance.

Ability to understand, retain, apply, and ingtruct others in detailled and complex written, verba, and
demondtrated procedures, information, and regulations as gpplied to a variety of Stuations.

Ability to andyze information from avariety of sources, assess a Situation, use sound judgment in drawing
vaid conclusons, and take gppropriate action in crises Stuations which may include life and death
decisons.

Ability to maintain excdlent concentration and recal details of severa events occurring Smultaneoudy.

Ability to effectively prioritize duties when deding Smultaneoudy with numerousfunctions. Ability toreact
quickly, accurately, and camly in stressful and emergency Studtions.

Ability to communicate effectively, verbaly and in writing, and maintain effective working relations with
other employees, other agencies, and the generd public by means of radio, telephone, or person-to-
person contact.

Ability to prepare and maintain accurate detailed records and prepare detailed comprehensive written or
computerized reports, analyses of statistical data, procedures, and training materids.

Ability to research and verify information and resolve discrepancies.

Ability to research, develop, plan, administer, evauate, and revise procedures, manuds, and training
programs congstent with current guidelines and meeting training needs.

MINIMUM REQUIREMENTS
Three (3) years full-time paid experience in apolice or fire dispatch center.

Type 25 correct w.p.m.
Effective verbd English communications skills.

PHYSICAL REQUIREMENTS



5202 - COMMUNICATIONS SUPERVISOR

Musgt have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physical cagpability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,

cdculaor, copier, and fax machine. No sgnificant sanding, walking, moving, climbing, carrying, bending,
kneding; some crawling, reaching, and handling, sanding, pushing, and pulling; extengve gtting.

SUPERVISION RECEIVED

Supervison is recelved from an adminidrative supervisor through monitoring, consultation, and periodic
review of reports. Genera and specific work assgnments are received. Work is performed with little
direct supervison and with consderable latitude for use of initiative and independent judgment.
SUPERVISION EXERCISED

Directs and supervises an assgned group of technica and/or clerical PSCB employees.
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